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Responsibilities of the ICS Registry 


1, The ICS registry is under the supervision of the D/DCI/IC. 
2. The ICS registry is responsible for: 
a. Receiving, controlling, distributing and dispatching 
correspondence, documents, messages, etc. for the ICS, 
b. Establishing and maintaining a suspense system for 
action items, 
c. Assigning control numbers for use by the ICS. 
d, Reviewing outgoing mail to insure compliance with 
appropriate security practices. | 
e. Maintaining a central file system for the ICS, 
f, Maintaining a reference library of appropriate documents 
for use by the ICS, 
g. Acting as ICS interface with other Agency registries, 
Central Reference Service, Cable Seceeter etc. for precneing 
publications, documents, etc, as requested by staff members. 
h, Establishing and maintaining an effective records 
management program for the ICS, 


i. Performing other functions as assigned by the D/DCI/IC. 
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Attached is a proposed "charter" for 
the ICS registry. 
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